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SECTION I - GENERAL PROVISIONS

Purpose of This Manual

It .is the purpose of this manual to describe a program for training
Extension Service employees and to state the genersl policies, requirements
and procedures that will govern the training and development programs for

‘Extension Service, USDA, staff. It is designed to implement the Government

enactments and amendments, namely P. L. 89-55 (Sept. €, 1966); P. L. 90-206
(Dec. 16, 1967); U. 8. Code Title 5 = Chapter L1; Chapter 410 of the Federal
Personnel Manual; and Chapters 272 and 410 of the Department Personnel Manual,

P. 0. 89-478, {June 29, 1966).

Coverage
All career and career/conditional employees of the Extension Service
are included within the scope of these policies, requirements and procedures

except those on temporary employment.

Definitions

The term "training and development" means a planned, éystematically
conducted routine of instruction and practice directed tawérdzﬁéfinite
performance improvement objectives. It does not include staff c@nferenceé
or meetizgéi nor ‘the normal instructional process by which a supervisor
instructs his subordinates in job perf@rmance: The training and development
covered by these regulations is that which is done in whole or in part on
official time and at government expense.

The meaning of the terms "training through government facilities" and
"training through nongovernment .facilities" herein conforms with the defini-
tions in Title 5, U. . Code, Chapter L1, Sections 4101;4118. As defined




therein, these terms mean:

1. Training by, in or through government facilities covers that T

conducted on property controlled by the gévernment and through

the services of any civiilan or military personnel of the g@%ernment,

property not controlled by the government through the services of

neither civilian nor military personnel of the government.

General Policy Governing Training °

It is the policy of the Extension Service to provide for training of
employees as an integral part of its responsibility for the conduct of its

affairs, 1In order to fulfill iheir functions adequately, ES personnel need

to prepare for the immediate job ahead, for changes in problems and situations

as these affect the work to be done, for changes in ES program emphases, for
ineclusion of néw techniques and research findings regarding the educational
process and extension educational methodology, and for continuing self-
development. BSelf-training by employses will be.supplemented by an organized,
continuing program of inservice training prm%ided by the Extension Service.
Such training programs will be geared to the mission of the agency and its
p:agram requirements. To this end, Extension Administration:

1. Encourages all unit administrators of the Extension Service to
recommend to the Administrgt@r policies which will strengthen
and improve employee training programs and procedures.

2. (onducts a systematic inventory of training needs, develops and
implements tréining activities to meet these n=eds, aﬁd évaluateé
the results of training activities.

3. Estébiiéhes grégedﬁrés for thévturpése'af coordinating staff efforts

in,plsnning_and’c@niuctingfstaff~traiﬁingﬁand:aéveigpmént;,'
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4. Stimulates and encourages staff development, both through individual
self-improvement and through agency sponsored activities.

5. Arranges for specific development and training opportunities that
enable employees to improve their skills, understandings, and
gttitudes. E

Specific policies relative to assignment of responsibilities, identi-

fication of need for training, authorized kinds of training, evaluation

and reporting are described in the following pages.

SECTION II - EXTENSION SERVICE TRAINING PROGRAM

Rrsponsibility for Training

Bach unit administrator will assess the anmual and long-term training
needs of each of the staff mewbers who serve under him ahd recormend the
types of training best suited to meet these needs. He is responsible for:

1. Providing new employees with a planned orientation training

program in individual and group conferences within the unit
before they assume the full duties of their respecti&e positions.

2, Recommending annually the types of training needed by unit staff

members. These recommendations will be based upon (a) major

areas of the current program, (b) shifts which will be required

to meet future problems, and (c) areas of training needed to
implement pr@grai changes. These will be submitted to the Directéfﬁ
of Staff Development for consolidation into an annual Extension
Service Training Plan for éPprﬁval by the Administrator. |

3. Evaluating the training received and submitting a report ou each

to the Director of Staff Development for consolidation into an

 Annual Extension Service Training Report.
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ihé Staff Development unit will give leadership to the development and
implementation of training prsgrams‘far administrative, specialist, secre-
tarial and suppért staffs of Extension Service. The Director of the unit
will:
training needs.
2., Assist unit administrators in developing recommendatious for
training needed by each employee in ﬁhéif respective units.
3. Prepare an annual agency training plan to be reviewed by the
Administrator.
4, Counsel with ES ﬁersgnnél individually on opportunities for
professional improvement.
5. Review applications for training to be sure of compliance with
applicable lavs and regulations.
6. Give leadership to planning and'candugting training for staff
members or groups where gppropriate. |
7. Report to the Administrator annually on ES training activities.
8. Provide information through unit administrators corcerning selection
and assignment of employees for training, as well as applicable

limitations and restrictions on training.

The Extension Serv.ce Administrator, based on recommendations of the
Associate Administrator and Deputy Administrators, will:
1. Establish a training budget at the beginning of each fiseal year.

2. Make decisions on’all aspects of training policies and programs.
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3. Set priorities for the types of training to be given.
4, Determine whether a proposed program is in conformity with overall

ES policy.

Each employee is éncaéraged to demonstrate initiative, resourceful-
ness, and wi;lihgnégs to take advantége of training opportunities offered;
to exertreffart to develop necessary competencies; and, in consultation with
his immediate supervisor, to develop and revise annually a long-term personal
trainigg plan. This plan will include self-iiprovement and self-education

activities as well as training activities provided by the agency.

Kinds of Training to be Carried Out

In developing training programs and plans, the unit administrators will
give consideration to:

1. Driéntatign training.

2. Job or production training.

3. Maintenance or refresher training.

bk, Career or developmental training.

5. Supervisory and managerial training.

6. Executive development.

Areas of training which are authorized for ES personnel include:
1. Traiﬁing that will equip an individual to carry out his specialized
assignment.

Training that will equip an individual to assume broader responsi-

]

bilities within the Extension Service.
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Training that will equip an individual to prepare for changes

in program emphasis within his specialized assignment.

SECTION III - SELECTION OF EMPLOYEES FOR TRAINING

Whenever it is determined thai training is to be given to some but

not all of the employees eligible for consideration, selection methods used

shall be based on a consideration of:

1.

Extension program emphasis and the priority given to staff preparation
in the proposed study area.

Future benefits to Extension - prospects of continued service in the
Agency or the Department @} Agriculture.

(larity of intent or purpuse of the study; the extent to which

personnel have clearly in mind what the stucy pr@gfam will be and

the plan for carrying it out.

The exténtit@ which the employee's present education and experience
need to be supplemented by training in (rder to improve performance
in present assignment or to develop for a more résp@nsible)assigni
ment.

The employee's poteantial or capacity for development as indicated by
past perfarmancé? effects of previous training, and pooled judgment

ratings.

The employee's intere:'. in and willingness to undertake the training.
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SECTION IV -~ AUTHORIZATION OF TRAINING

Avthorization by the USDA Office of Personnel

The following proposals for the training of employees are to be

authorized by the ﬁirect@r of Personnel, USDA:

1. In all cases involving ccntribuﬁi@n5x@r-awards or the accepiance
of "free training" (except that "free training" made available by .
manufacturers as a normal service incident to initial purchase or
lease and use of their equipment or product),

2. ' In all cases involving the assignment of employees for training
outside the United States.

3.  Cases involving nongoverrment training.for the purpose of filling
a position by promotion, vhen required as sfatéd in the Department
Personnel Manual (Chapter 410, Subchapter 5-2a; Amendment 106).

4, Programs exceeding an academic year.

In accordance with Department regulations, authorizations for certain
outside training will be requested in advance on Form AD-281 from the
) Diréc%ar of Personnel, USDA, or his designee, These programs are:
1. The Princeton Mid-Career.
2. Alfred P. Sloan (at M,I.T.).
3. Brookings Research Fellowship.
L, Program for Public Science Policy and Administration (Univérsity of
New Mexico ),
5. Bducaticn Program in Management (EPsa).
6. Féllﬁwship inrcéngrESSiénal Oﬁeratians!

7. Stanford-Sloan.




8. Fducational Program in Systems Analysis.
9. The Industrial College of the .Armed Forces,

10. The National War College.

Delegation of Authorization .

participation in interagency training acti?ities and in training activities
through nongovernment facilities except as noted sbove in Seétian IV. Bach
Assistant Administrator or Deputy Aiministrat@r is authorized to approve

' the requests for training for all personnel who come under his administration,
ﬁithin the framework of the approved training budget and Depértment regulati@ﬁs.
The following training may be authorized:

1. [Training by, i;ﬁg:;tpraughigavernment facilitics

Eartigipatian may be authorized in interagency training activities,
The Extension Service thereby agrees to reimpurse or sharé'training
costs with the Department or Agency offering the course. Other
expenses, such as books and transportation within the Washington
metropolitan area, will be allowed. Per iiem will be aﬁthorizea
when living costs are charged and not includéa within the tuition

‘eosts.

T

Training through nongovermment facilities

-~ a. Full-time training. Training that is the only assignment of

an employee during one or more work days is full-time training.
An employee may be in pay or nonpey status.

'b. Continuous study leave exceeding 160 hours. An employee may be

approved for full-time study leave. Prior to approval of any
full-time training of one semester or wore, the unit adminis-

- trator will counsel with"the"émplgyee cGncerning need and -
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purpose of the training and agency plans for utiliziﬁg the
employee upon completion of the training. The unit adminis-
trator will certify and the Administrator will concur that the
study plan is designed to equip the individual either (1) to
carry out his specialized assignment, or (2) to assume broader
responsibilities in.ES or the Departwent of Agriculture.

A maximum of one year at full salary will be permitted
during a l0-year period. The employee may be authorized to use
the study leave time in various combinations. Study leave in
excess of one year for each 10-year period will be taken as
earned anmnual leave or leave without pay if earned leave is not
available,

Individuals who are atthorized continuous or full=time Stuﬁy
leave outside of the Washington, D. C., metropoliten area in.
nongovermment facilitles will recelve transportation costs from
their official stations to the training site and return, and
per dlem while on official travel status. To offset additional
expenses vwhile in training;kper diem may be authorized in lieu
of transportation of immediate family, household goods and ?ersaﬁai
effects from the employee's officlal station to 1 e training site
and return. The cost of tranép@rtati@ﬂ and related services
cannot exceed the aggregate per diem which would be paid for the
period of training. |

Payment of tuition, books, materials, and fees directly

related to the full-time training will be authorized.
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Continuous short-time study leave (9 to 160 hours)., Tuition

transportation, per diem and other incidental expenses may b

approved for in-residence workshops, short courses or simila

activities. Travel and per diem costs for this type of trai
activity, conducted outside the Washington, D. C., metropolit
area, will be charged to the operating budget of the individ
unit.

Continuous study ;3av§7t@ken”;n'ﬂai;g”iggrem;gisi An indivi

may be auth@riged_ﬁ@ take study leave in daily increments.
approval of the unit administrator and concurrence by the
Administrator, the individual may take study leave on a dail
basis and receive full salary for the p@fti@n'@f time used 1
the one-year salary privilege is exhausted. Combinations o
time taken which have the approval of the unit administrato:
and the Administrator may vary. Tuition, books and other re
expenses are auvthorized. Per diem will not be allowed.

Erainigg on less than full-time basis. An individual may bs

authorized to participate in training activities on an hour.
basis. The time in training is computed as the number of hi

spent in class or with the instructor in the facility. Tui

books and other related expenses are authorized. Transport

and per diem will not be allowed.

Work Veek for Biucational Purposes

Under the provisions of P. L. 86-4T78, an ES employee may be permitt

to vary his work week in order to participate in educational activities.
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The unit administrator is authorized t@ﬂapprsve plans for variation

of the inii%iiual‘s vwork week for this purpese.

Limitations

Training of an employee by, in or through s nongovernment facility for
the purpose of filling a position by promotion is prohibitedif there is in
_ability who 1s fully gualified to fill such a position and is available at
or within a reas@néble distance from the place or places where the duties
of such positions are 1o be performed.

Training solely for the purpose of providing an opportunity for an
employee to obtain an academic degree is prohibited. However, agencies are
not limited in authorizing training whenrsuch training ie for the purpose of
developing skills, abilities and knowledge which will best qﬁalify a person
for the performance of officisl duties, If, in the accomplishment of this
training, the eﬁpiéyée receives a degree, this may be congidered an incidental
by-product of the training.

EimeAspent by an emplayée in nongovernmer+* training cannot exceed one
Ayéar in the first 10-year Fériad of service in g@vérnment and In each 10-year
periad‘cf gervice thereaftér.r-(The one-year-in-ten limitation may be waived
~ under certain c@ﬁﬂiti@nsi)

Enployees musf'have one or more years of current, continwous eivilian
government service before having eligibility for training in nongovernment
faeilitiesi (This limitation may be vaived under certain cgnaitians.)

The number af man-years of training given USDA employees through non=

- government facilities may not excaed one percent af the tctal man-years of

o ]-emplayme_nt _5ppeai=ing in the -'Department's" budget estimates: i‘ar,,that 'fiseal'



Processing Approval

Authorization for training shall be processed on Form AD-281, individ-
ually, and in advance of the training except that only one copy of Form AD-281
with list attgched of all trainees involved may be used vhere a number of
employees are to undergo the same tralning under substantially the same 3

~ conditions. |

The specific procedures to follow in requesting approval of any training
activity may be found in "Procedure for Planning, Impleﬁenting and Evaluating
Individual Professional Improvement Programs," available from the Staff

Development unit, Program and Staff Development.

Agreement to Conmtinue in Service

All employees scheduled for outside training!shall enter into an agree-
mént to continue in the service of the Department for an appropriate ﬁeri@d_
of time afler the training, except the following:

1. Those whose training does naf exceed 80 houfs within a single

gourse or program. |
2. Those whose training is provided by manuiéetufers as a normal
Eéf%iée incident to purchase or lease of their equipment or product.
3. Those trained thrsugh:eprrespandence courses.,

L., Those whose training involves no expense to the government other

than their pay.

The employee must enter into the agreement bef@ré the training begins,
The Administrator will establish the required length of continued service,

which is.at least threé times the perlod of the training. A copy of the

agreement shall be glven to the employee.
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Trainees who fail to fulfill their_égréemént shall be required to repay
the government the aaaifi@nal expenses incurred as a result of such training
unless tﬁe-Administratgr finds that repayment would be against equity, good
conscience or the publie interest. When an employee transfers to another
government agency or a State Extension Service before his service obligation

N is satisfied, the remainder of the obligation is transferred to the gaining

agency.
SECTION V - CONTRIBUTIONS AND AWARDS

Authority to Accept

connection with n@hgcvérﬂmént training, subject to the limitations and

requirements of Executive Order 11348 and the Federal Persomnel Manual.
Eeggga;,Limitgtigng

'Three major limitations on the authority to accept contributions are:

-1, The organization which makes the contribution or eward must be tax
exempt. No awards may be accepted from individuals.

. 2. The amount of the contribution or award must be determined to be
adequate to meet reasonable costs incurred or to be incurred by |
the recipient incident to the training.

3. It must be detefmined thatvthe pﬁrp@se, amount ané type of contri-
bution or award will not place or tend to place the recipient under

any improper obligation to the grantor.

Prior Approvel Fe juiremems

Eaeh eage of autside training that invalves the acceptance of a ccntri-

butien or EWErd or the acgeptance of "free training" (that made available
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without charge to all those meeting the eligibility requirements) shall
be submitted to the Administrator for prior approval on Form AD-281.
Acceptance of a contribution or award is conditional on an apPrapfiaté
reduction of government payment for the training. Records of the grant

must be kept.

SECTION VI - RECORDS AND REPORTS

For evaluation ﬁurpésesAani to insure ESmpliance with the law, the
Staff Development unit vill maintain a pérménent file of training received
at écvernment expense by each ES employee,

With the assistance of wnlt administrators the Director of Staff
Development will consolidate unit recarés into the annual ES training report.
Shortly after the end of the fiscal year, but not later than August 1, the
Director of Staff Development will submit this'rep@rt to the Administrator,

as required by law and regulations,

ERIC Clearinghouse

APRY 1973
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